Quick User Guide

The Quick User Guide for VohCom Page
contains the basic information needed
to start using this program.
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LOGGING ON

In order to make the most efficient use of Page, itis good practice to log on to
both Page and Outlook as soon as you start your workday.

r

o

YohCom

Double click the Page icon on your desktop and enter your password to open
your Page Home window.

HOME WINDOW

Understanding and Managing Your Home Window
VohCom Page is built around the concept of completing Tasks or Engagements.
The Action list, which automatically opens when you log on to Page, is a list of

Engagements that require ’action’ from you. This list can also be accessed by
pressing the Action button.
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Each staff member has their own Action list. Generally, changes made in your
Action list do not affect others Action lists.

Scenario: You log on in the morning. There are a lot of tasks listed in your Action list
and you are not sure what to work on first.
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An Action list may include:

e Engagements that can be worked on at a later date,

e Engagementsin which you are waiting for someone else to complete their
portion of the work, and

e Engagements that require immediate work.



Scenario: You think there are some Engagements that do not need to be worked on
right away, but you are not sure. When you have looked at the dates, you
realize that some can be done later..
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In the Home window:

© Click on the Critical Date or T Date (target date) column header to sort the
Engagements by date (clicking on any column header will sort that column
in a logical order with the highlighted items always at the top).

® Right click on an Engagement that doesn’t need to be done for some time

and select Schedule in the drop down menu.
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In the Schedule window:

O Sselect the Date on which you want the Engagement to reappear in your
Action list.

® Enter the number of Hours you expect to work on the Engagement (Page will
default to 1.00 hour).

© itisrecommended that you provide a reason as to why you are scheduling
this Engagement.

O cClick save.

Engagements that have been Scheduled move from the Action list to the
Schedule list.
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©® Inthe Home window, click on the Scheduled button, next to the Action
button to see the Scheduled list.

Engagements that are near their target date cannot be moved to the Scheduled
list. Scheduled Engagements will automatically move back to the Action list on
the date you selected when you scheduled them.

(2 you want to return an Engagement to your Action list before the
Scheduled date, right click on the item and click Cancel Schedule.



Scenario: There are some Engagements that you cannot work on until someone else
completes their portion of the work.

Fiona needs to complete the work for one of John Smith Ltd.'s Engagements
before you can review them.

In the Home window:

g partner <> John Sroith Lbd, <> Test ] <> 14 <5 003650 - GSTS vsinc-vohoome 1 Training <> Dther Special Services
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© Right click on the task you will not be working on until someone else has
done their part. Select Pend in the drop down menu.

¥ohCom Page |

Pend should only be used if you have sent the engagement ko
!'\ someone else and are waiking Far a reply.

Schedule should be used in all other instances,

[ waid wank bo abort pend?

® |nthe Pend Engagement box click No. The message in the box reminds you

that Pend should only be used if you have sent the Engagement to someone
else and are waiting for a reply.



ﬁpartner <=8mith, John <> Test? <>0 <> 00:39:40 - GSTSvsinc-vohcomr 1 Training <>
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Click on the Pending button next to the Action button to see the Pending list.

Since Pended Engagements do not return to your Action list on a select date, but
are intended to be returned to your Action list when someone sends you a note
indicating that their work is done, the Pending list should be checked regularly for
work that has been overlooked. Engagements will automatically be returned to
your Action list when the target date has been reached.

If you want to return an Engagement to your Action list before the target date,
right click on it and click Un-pend.
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Scenario: You have reduced the number of Engagements that require immediate
work. You need to evaluate the rest before you begin working.

For a quick evaluation of the remaining Engagements, click on the Engagement
and hold your cursor over the Description column to see the last few notes in the
Note section.

ﬁpartner-::::::-Smith, John <> Test2 <>16 <> 00:43:28 - GSTS\¥sinc-yohcomr1Training <> T1 & Personal Tax Services
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Paul Artner Test3 Home Company Inc  Payproll - July 2012 Dec 31 30/9/14 2719414 775714 $0.20 $0.00
Paul Artrer Test2 Smith, John T1 Process Review Dec 31 13/8414 10/8/14  7/544 $0.22 $0.00
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Scenario: The notes indicate that:

e You no longer have any work to do in the John Smith Ltd, Bookkeeping
Engagement;

e Fiona needs to work on John Smith’s, Process Review before you can review it;
and

e John Smith’s HST Engagement should have been done already.



In the Home window, right click on the Engagement for the options menu:

ﬂ1l.vllu-r-.".l<|rlll. beshin < Tesh? <206 < > DRl 4 = GST 5 wiing -waheomr | Trairndesg < > T1 & Perdacnal Tad Services
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§ | | LastFrom | dcoound | Chent Hame | Deserighion | YemEnd | CocadDale | TDste | ViewsdDo | WIF| A |
Paul Astmer  Teald Home Company Ine  Pagioll - July 2012 Dee 1 34 27Mn4d TSN 0.7 £0.00
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O rorthe Payroll - July 2012 Engagement, select Remove (this option will be
available only if you were not one of the staff members assigned to this
Engagement or if it has been invoiced).

® ror the T1-Process Review Engagement, select Cancel Notify to remove the
green highlighting and Pend to move it to your Pending list until Fiona sends
it to you for Review.

© For the HST - Annual 2011 Engagement, select Importance and then High to
add an Importance Icon.

Your Action list can include Engagements with:

e Blue Font and a Red Folders indicating they are past their due date or critical
date (dates can be changed inside the Engagement),

e Bold Font indicating there is an unread message inside the Engagement
(bold font is cleared from inside the Engagement by clicking on the note),

e Green Highlighting indicating you have been notified about these and have
not yet cancelled the notification,

e Importance lcon indicating work that is a high, low or rush priority, and

e Blue Folder indicating that it has been sent for Review.

The Reference Guide gives you a quick summary of the meaning of these and
other Engagement features.

We’ve looked at Engagements in Action lists, Scheduled lists, and Pending lists.
Each of these lists are based on the work load of individual staff members. These
are the same tasks that are listed in various staff members’ Action lists

The Client All list shows all the current Engagements for the client you have
selected. On the Client All page you will also see detailed information regarding
their accounts receivable and work in process as well as access to the client
information section.
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Finding Client Information

Scenario: John Smith Ltd.’s bookkeeper has called with information for the Notice of

Objection task and to change the mailing address.

Since the Notice of Objection task is not in your Action list, you need to look in the
Client All list.

W partner < >Smith, Jehis <> Tet2 <516 <> DI:SEE? - GSTS) vaine-vohomi Traindng <> 11 & Perdonal Tas Services
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In the Home window:

o

(2]
©

Select John Smith Ltd. in the Client drop down menu (to choose a client by
their number instead of name, uncheck the ‘By Name’ box to the right of the
drop down), OR

Click on an Engagement for John Smith Ltd. in your Action list, and click on
the Client All button.

Click on the Client Information button (this button is also available inside an
Engagement) to open the Client Information window and type in a new
mailing address.
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ENGAGEMENT WINDOW
Setting Up a Quick Engagement

Engagements can be set up for tasks as basic as preparing a letter, or as complex
as completing an audit. New Engagements can be set up as needed.

Scenario: John Smith Ltd. has asked the firm to prepare an ROE foe their employee,
[.M. Dunn. It is expected to take .5 hours to d the work.

ﬂp.ulm-_r = By Snith LEd, <3 Tesh ] <0 <> MES%5E - GS TS vaing- wahoomr 1 Trainir g <
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In the Home window:
O select John Smith Ltd. from the Client drop down box.

® Click on the Engagement button (also know as the Quick Engagement
button).
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In the Quick Engagement window:

o000

e
6]

Enter a brief Description of the work: ROE - Dunn. Beginning the description
with the main category to which the work belongs, ROE, makes it easier to
find later, in alphabetized lists.

Select the Services code: 100 < Bookkeeping> for the ROE.

Set the Critical Date by which the task is to be done.

Select the Staff member to do the task and assign the Hours it is expected to
take. Minutes are listed as fractions of the hour (30 minutes are .5 hours). The
search button allows advanced search of staff members by name or
position.

Click Create.

When the Send as Work on Save check box is selected, the Submit To
window will open.

You do not have to use this option to create an Engagement; however it will
allow you the opportunity to add details to the Engagement during the set up
process.
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Submit To |

Frirmary \ | Additionally Motify \ |
I

Staff Mame | Position Staff Mame | Position |
Ada Inistra Adrmin Ada Inistra Admin

Fiona LeFrep Fileprep Fiona LePrep Fileprep

e Partner Partrer ol ke Partner Partrer

Faul Artrer Fartrer Paul Artrer Fartrier

ayz admin Admin ayz admin Admin

[~ Inguiry Only |
Subrnit Cancel Exposuire
8 [~ Reference Files

[+ Hew Conwverzation

MNaote @ ™ Set Remindsr

Please prepare az zoon az pozsible az Dunn haz gone back to school. Once completed, send it to
me ko invoice.

In the Submit To window:

O selectthe Primary staff member to whom to send the work.

® Add a Note about the work. In addition to giving the information provided
by the client, to the staff member, the note could provide specific
instructions about the work required.

©® Click Submit.

14



The Engagement for ROE-Dunn now shows up in the selected staff’s Action lists:

o with Bold font and highlighted in Green in the Action list of the Staff
selected as the primary, and
o highlighted in Green in the Action list of the other Staff selected.

A task can be in several Action lists at the same time.

REMEMBER

o An Engagement displayed with Green highlighting indicates that
someone has ‘notified’ you about that task.

o An Engagement displayed in Bold font, alerts you to an unread
message related to that task.

o An Engagement displayed in Blue font, indicates that the due date for
completing that particular task is near or has passed.

Each Engagementin a listis a doorway to all the information about that particular
task. Double click on the ROE - Dunn Engagement for John Smith Ltd. to open the
Engagement Window.
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g /A’ Append E wiork. Review &\, Security 8® Staff I‘_'> Page [:si_’ P. Bil E 100 I ToBiling ~

The Engagement Window is your main work space for the task. Engagements can
be accessed from your lists or from the Client All screen.

15



Linking Documents and Programs

The WIP (work in progress) tab opens the space where documents and programs,
needed for this work, can be linked.

ﬁpartner-::::::—]ohn Smith Ltd. <> Testl<>>ROE - Dunn <> Bookkeeping <> 00:03:14 - GSTS'¥sinc-vohcomr1 Training

File History Add Engagement  wWindow  Action  Help

Perzonal Critical Date
Applications faedMay 07 2018 =] : ‘I?t
ack to
Fifzale | T2 | Cazeiare | Fl 0.00 General CF -0 | tdain

—— a
Faormula Tirix | (L5 | W Library | Items to Clear | C) -'\;E;V% #@ |
Client Inf Fald E Refresh
T3 | T | SuperGuick | Long Description | [-77-]] Budget - — Lk
— mi| sc | § | @ [reem|  Undock |
[|:| Target Date[wed May 12,2014 v|  Citical Date[5at May17. 2014 »] TasVear[2014  Rate[100 % Patner Rate[Stardard | |
| Category |Standald “igw - 0 Custom view#sll Drag Mote| (=] WP | Gent I Received I Custom I Custam I Custam I Custam I [LI_’I
B1 [3
~<Paul Atner 7/5/14 - 5:35 PM>-{ New Engagement @
[
--<PaulArtner 775714 -5: 40 PM > --{Work in progress tof x

Adalnistra }

=
o
-

Please prepare as soon as possible az Dunn hasgone

back to school. Once completed. senditto meto
INYoICE. Itermfs] Linked to Mote
63

&

--¢Paul .}Artner 775714 - 5:40 PM>-{ Additional Natify: Me
=1

)
Back

¢|ﬂ ]

;E%’ﬂppend EE Wik Review % Secuiity % Staff -; EI> Page q‘i.a P.Bil [0 ToBiling -

Scenario: John Smith Ltd. gave you I. M. Dunn’s payroll records for the last 12
months. You have scanned copies of the records. You also want to create
a spreadsheet summary of I. M. Dunn’s payroll records.
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Al Engagenent  Wind Actioh Help

 Personad Catical Dalg —— o0
Appke sliont ficdbng 07 2014 =] | .9
e | | | ' m [ 000 Gensacron _ i i
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61_‘39
¢ Artrer S50 - TS P - HewE ]
== 18le
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Tz} Lk Ly Miker
E 63
s P Butnay TR0 < B Pl Sdoitionad Molfy Me :
1
)
Back
% |

&
E,Z‘!‘m EEWM: g_'ﬁlnniw %Smw Ej'suﬁ _..::,P"“‘ %P‘Bﬂ [ 2o Toplieg -

To link in the scanned records from your folders:

O Clickonthe Paperclip. This is your main linking tool. Clicking on this tool gives
you access to the shared files stored on your server. Select the payroll
records and press the ‘open’ button, to place a link to this information in the
WIP workspace.

To delete an incorrect link, select the linked document and click on the X.

To create a blank an Excel Spreadsheet click on the Spreadsheet button, the
Name Year Input window will open.

®®

Name Yearnput |
File Mame W
b ap OF
ear
|2014 o - ¥ Include Diate in filename.
Penod
I j 9 Subrnit I Cancel

In the File Name window

O Enter the File Name, Roe Summary.
® Checkthe Year.
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©® When you press Submit, a new spreadsheet will open. It will be saved and

linked into the WIP work space of your current Engagement. The Word button
above the Spreadsheet button works the same way.

l ﬁ:-ar!n:r-‘:'.:- John Smith Ltd. <> Testl <>ROE - Dunn <> Bookkeeping <> 00:00:12 - GSTS) wsinc-

| | cowe | | A [ 000 Geneacr-n

| - | e 1o Clear |
T

| 71 | : I mnwl_:.

(] Tt DmF;ndMayli. e = MD“IE& My 17, 204 "Fr Toaee v [ 2004

AnflER ]

|Emmu.' [Starrdad View - O Cusstom vasids = | Urmﬂnul_[? I"MMI i | Recened
5L From Chent oot 1
<Pond Artroe 15014 - 5035 P [ Mews Engagement § l'.- From Temglate

= —
|—cPaul Artred 175714 -5 A0 PM> [ Woik in progess I __5__
Ada lrastia HO&

Pleaze piepais at soonat pozsible az Dunn hat gone .
back to school. Once completed, sand it io meto .

Itemiz] Linked 1o Mots
E X
i -m.i.:uln-et 1-54 '+~ Addtcnal Holly, Me

To create an Excel or Word document or spreadsheet from a template, right
mouse on the Spreadsheet button and choose from your existing templates.

Finding Client Information While In an Engagement

Scenario: You need John Smith Ltd.’s address for the ROE.

g partner<>John Smith Ltd. <> Test1<>ROE - Dunn <> Bookkeeping <2 00:04:52 - GSTS"¥sinc-vohcomr 1 Training

File History Add Engagement  Window  Action  Help

Applications

Perzonal Critical Date
B ﬁ\._\/ed May 072014 =] : a‘cgm
Finzals | T2 | LCazeware | Fl 0.00 General CF -0 | Main

| = |
Farmula Tris | [ | P Librany | s [ Elleen @ GQ) P
g Clignt Info Folder Expense Refresh |
13 | 11 | Superlivick | Long Description | [-07=] Budget
— M| ec | & | @ [reso|  Undock |

[ ]  TawetDatefwedMay 14,2014 | Citical Date[Sat May17.2014 =] TasYear[2014 Rate[100 % Paitner RatefStandard =] |

Cateqomy IStandard\-"iew-DCustomview;"sﬂ DragMaote| (2] | WP | Sent I Received I Cuistam I Custam I Custarn I Custarn | [‘I’I

Click on the Client Information button to open the Client Information window.

In the Client Information window, the company Address is available in the Main
section.
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If you right mouse in the address widow, you will have the option to copy the

address then paste where you need it.

Click on Close to go back to your previous window.

ﬁ[lient Information: John Smith Ltd. <= Test1 <=00:01:51

I 3

I b iy Contacts Skaff Exers Bankers Lawyers 45 Info
MHaotes I Legal D atez MHumbers Perm File Publizhed Securty
[ Client Legal Mame IEIEIEIEIEIEI EC Ltd. &+ Business
v Client Mame [4liaz] I._I ohn Smith Ltd. = Individual
Dezcription I ﬁ-l W active
Addrezs 123 Happy Street 1 [l ;
Vancouver, BC W35 5T1 / V' Client Billble
1 ™ Hald [Mo Time/Expenze]
Copy Address

Create Mew Conkact From Client

IS ales Exec ﬁl

M urnber

E -mnail Igenrge@isl.cnm

v Compute |nterest

¥ Email Statement

Direct [877 363 9292 [Ext 234 - John 1 |aeorge@isi com =l
B Elre3s IF"BEI 255 3341 I‘J ohn ;l Client Type IEIient vI

Ernpt

e I I Rate Factar  {7.00
Empty | | _I@
E miphy I | Tax Code BC -
Exp Voard | b odify |
Firm |ty Company name goes Here j Branch I j
Partner Faul Artner Edit | Sector ISewices j |
Prirmary Engagement I j Last vear Completed |2EIEIEI
YearErd [Dec 31 Inc. Jurisdiction | Inc. Date | Jul 30,2013 =]
|pdate | Cloze |
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Setting Engagement Importance

Scenario: Since John Smith is out of town for a while, his Short YE Engagement is
not as urgent as initially thought. He will not be back for at least a month.

ﬁn-:rlrter-:. John Smith Lbd. <> Testl <>R0E - Dunn <> Bookkeeping <> 00:07:27 - GS TS wsinc-woloomr 1 Training
Fiz Hstory AddEngagemsnt Window AOcdtion Help
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Appheaton [ . fwedMaynr zme =]
; | | | | - 000 | GenerslCF-0 | —
; I IhM I I Items tp Clear I U vt
| ]| vt | LongDescipton |[F7 Butpe ) L
0 E{ TIL | ¢ l & _;_
Ihﬂ: e "E“ﬁ'H-ZﬂH > Eﬂﬂﬂmhﬂ Mep 17 2004 = Tu:‘r'aull‘ﬂ'ﬂ Frm!ﬁz Pestnes Flate Sew
Cat  Mgh 0 Cunboes wiewn's = | Dirag Mole 5] Wir ] Sert | Recaved | Cusheen I Ciasdom
Bormal =
Low 1|
Za8 O HOLD Pl T Hew Ergegement T f
[F
Pk Complet o
[ r AP Tk [
Send To Billing i bk HA
Pleaze prepare at soon at potsible a3 Dunn hazg )
back to schaol. ree complited. send # o ms ooz -
i) Linked to Mobs
—~Pad Btne 170/ 18 - 5A0 P> Adddional Nokly. Me
Plagtow §

ol [t

H_/nmmd sz‘-_‘ﬁ gl::-_ﬁm 2? Security %sm ) Fage L@RH [Je5]) ToRilirg =
In the Engagement window:

(1 Right click on the Folder icon and change the Importance level to Normal.
This action changes it for your view only.

® Move the Critical Date and then the Target Date forward (only some staff
have permission for this). The Target date can never be later than the Critical
date.

© Wwhile in the Engagement, click on the Bold font note to remove the bold,
indicating that it has been read and append a note as to why you have
changed the ‘importance’ level.

Moving forward the dates of overdue Engagements and removing the Bold,
changes the Blue and Bold font of Engagements in the Home window.
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Accessing Applications

Scenario: While in the John Smith Ltd.’s Short YE Engagement you need to access
CRA’s website to obtain a current list of the installment payment recorded
on this account.

— Applicationz |
Super Quick T2 CCH FI 000  General CF - 4
FormT rix 1Ak WPL Eng Dezcription [tems to Clear
HST [FDF] T1 CR, Long Description 'F_" Budget

The Applications section of the Engagement window is a place to go for shortcuts
to key programs, websites and application used in your daily work. Look here for
the site or program you need. You may need to right click on the button for the
choice of a specific version. These links will be the same in every Engagement for
your firm and will allow you to continue recording time to an Engagement while
completing work outside of Page. These nine buttons can be updated and or
changed by the system administrator.

From inside the John Smith Ltd. short YE Engagement, click on the CRA
Application button. This will launch the CRA website and allow you to utilize the
Represent a client as you would normally. Once on the installment page, Print
what you need to PDF and then save it in the client’s folders. The document
should then be linked to the Engagement.
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Linking Documents and Programs

We discovered eatrlier training that the WIP (work in progress), Sent, and Received spaces
are where the files needed for the task can be linked.

Scenario: You linked a document under the Received tab, but since it should actually
be in the WIP tab, you need to move it.

ﬁpartner-::::::-]ohn Smith Ltd. <> Test1-<>ROE - Dunn < Bookkeeping <> 00:04:55 - GSTSY¥sinc-vohcomr1 Training
File History Add Engagement ‘Window Action  Help

Personal Critical Date
Appiications B lrlw_ved May 07,2014 v| : ‘?t
ack o
Firzale | T2 | Caseare | Pl 0.00 General CF -0 | — o Main
Farrnula Trix | sh | P Librany | Items ta Clear | Q W;W{ &L

. . — Client Info Folder Exipense Refresh |
T3 | T | Superfuick | Long Description | =7 Budget L | | — | e | | ok |

i| BC S Fa ID hidoc!

[ - Target Date [wed May 14,2014 = CriticalDateISat May 17, 2014 vl Tax'vear|2014  Rate[100 % PartnerHate|Standard j |

Category IStandard Wiew - 0 Custom view.-"sll Drag Note (= wiP | Sent | Received | Custom | Custom | Custom | Customn I [LI_’I
= E] F:\ClientghTestlWWwordy 201445 Test1 May OF Cover Letter doc

~¢Paul Artrer 7/5/14 - 525 PM>-{ New Engagement T "“m]
= =

--<Paul Artner 7/5/14 -5:40 PM>--{Work in progress to x

AdaInistra} MOA,

Please prepare as soon as possible az Dunnhasg P | | _;I

back to school. Dnce completed. send it to meto =

INYoice. Item(z] Linked to Mate

F E3
--<Paul Artner 7/5/14 - 5:40 PM:--{ Additional Natify: Me
Partner |

o
[
=]
o

¢I|I)

| | i

EZT Append E Work Review & Secuity é% St L |::> Page E% P.Bil (190 ToBiling -

To move a file from one of the three workspaces to a different one, select it and
with your left mouse button held down, drag and drop it into the tab for the other
workspace.

To create a custom tab, select an item from one of the three workspaces and
drag and drop it into the custom tab. The system with prompt you to name this
new custom tab. Once you have named it, the item will be linked in the custom
area - it will also remain in one of the three standard workspaces. Iltems can not
be linked directly into the custom tabs; they must exist in one of the three
workspaces first, but can be brought into the custom tabs after. The placement
of items in the custom tabs can be sorted by right clicking on the item and
choosing a move option.
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Linking items from your previous system

Scenario: You want to link a document from the file system you used before you
switched to Page.

:ﬂpﬂr!nﬂ < = Jokwn Sovdth Ltd, <> Test] < 2R0E - Dunn < > Bookbeeping <> 00000039 - GS TS veing-voboome | Training
i~ Potsonal Criical Dats ——
Apgd: shins . j | feredbisyor 24 =] | B::h
[ | | L&} 000 Gereral CF -0 .._....___._. S 5 Man
P
i i | B | rsacis | Pt | Eowas | R |
[ | : | Lioreg Drescriphion I =014 Budget .
] e | 8 | € [rmin|  Undeck |
| TosiOme[WedMay i TS 3] CibcaDue[Sa My 17,2018 ¥] Tewvew[E0W  Rute[100 X Parnes RatefSindna
| Categoey  [Stardard View - D Cusbom viewd's = | nrmummrmtl = WP Set | Boceted | Cusom | Cumtem | Custom | Cietem | gal¥]
= =] = FAChertsh et %W ene 200 AT et Mag OF Corver Lsitee doc
1
Pl Artrwet 12014 5035 P o] Hew Ersgagesnent | e
= — T Chend Roolt | L
i Paul Armer TSFT -G AT PM - TWoik inprogiess ta Adainela _E
M
Please prepare a i an Diuni has g back ko "'""E
schoal. Once completed, send it lo me Lo mvoecn. ﬂ
= =  [FromChent Root 1
i 2oy S50E G THE Hr Hat Copy from Oid Fekders
Cofry Fram..,
2]
Back
*
3 ]l I i3
= & o —e=
Do [ [ @ G (37 rn @

Right click on the Paperclip button to open the Copy from Old Folders window.
All the documents and sub folders contained in the old folder are displayed in the
window. Both documents and Software Program data, can be linked from your
old folder system

All the documents and sub folders contained in the old folders are displayed in
the window. Pink highlight indicates link to a folder.

Linking data from software programes, like your Financial Statement or
Bookkeeping software, involves an additional step. Before you can finish linking
the data, you will be presented with the various programs in your system. Select
the one that operates the data you are linking.
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Save to Chent —Mote -
| Document Dezcoption
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Client Mo, Test] |Us= Cliarit Mumiber =|
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Fila ame  [Copy of Expence Claim Fom @ Browsze To
™ Date FAChentz\T est1VExcelh 200 45T ext1 Copy of Expense Claim Foamds
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— Link Errgagements for salected chent )

¥ Link I™ For History only
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™ Sent " Recaped = WP
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In the Copy from Old Folders window:

® © o0

O

Select the file you wish to link (if you want to link documents from other
folders, click on the Browse From button to open the Browse for Folder
window and find the folder that contains your file.

The name of the chosen document will fill the File Name box.

The Document Description box will display the folder, in the new file system,
where the document will be saved.

The Link Engagements section displays the Engagement that document will
be linked to, and the tab it will be linked under.

Upon linking the selected file is copied to the new file system by default. To
move the file instead of copy you will check off the Move file instead of
Copy checkbox.

Click Save.
Save another document, or Close.
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Scenario: You need to draft an Engagement letter for the Short YE Compilation for
John Smith Ltd. Your firm has a standard letter that can be utilized rather
than retyping the letter.

Right clicking on the Word Document or Excel Document buttons and selecting
From Template opens the VohCom Page Templates window.

| g paitiver-< > Jobs Senith Lid. <
Fha b g

= Test § < ROF - Bune < > Dookleeping < > BUE00 - GSTS wuin - vobdare | Tralning
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EE 2014

Yow > ¥ irschuts it i Bhename. i

- |
[‘{_‘-.lmﬂ i.ﬂ"""‘""‘ E_E&Hm % Secuty &)su b e — | QEMI =]

In the Templates window:

O Select the Template Category, Standard.

® Inthe Template list, click on the template you want to use. You may not have
the templates listed here since these will be unique for each firm.

© cConfirm the File Name.
O Click Submit.

This process will open up a new Word or Excel Document which will then be linked
to the Engagement and saved in your server file system.

In addition to linking documents and data, Engagements can also be cross-
linked, that is linked into another Engagement.
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Communicating Internally About Your Task

The left side of the Engagement window contains the Notes Section. This section is
for communication within your office, about this task.

The note from the Engagement Setup is entered automatically when the
Engagement is created. The date and time of a note shows at the top of the
note.

Scenario: While going through the payroll records you scanned that were provided
by the client, you realize that there is an error on the second page. You
want to make a note of this so it won'’t be forgotten and so it is visible to all
staff members who look at this file.

On the lower left of the Engagement window, the Append button opens the
Append Note window.
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In the Append Note window:

© Enter the Note about the second page.

® Check off the Reference Files check box so you can point to the document
with the previous year’s page.
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ﬁ]uhn Smith Ltd. <= Test1-ROE - Dunn

There iz an eror on the second page. ‘W atch for this with the pear end.

0

Al Files

D F:AClentshTest1 \Excelh 201 45T est] May 07 ROE Summary.xls
6@ F:AClientshTest] S ordh 201 45T est1 May OF Cover Letter.doc

F:A\ClientzhTestl SEookkeepings 201451 Jul 15 PDEA Payment for June confirmation with bar

1| | v
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@ Save | Cancel | [v Reference Files
[” Private Billing Mote
Y

[ Public Billing Hote

© Inthe listing of All Files that opens below the note section, select the Payroll
Records document. These are all the files that have been linked to this task.
Selecting one or more of the files, before you save your note, connects that
file to the note.

O cCilick save.

The Appended Note is now in the notes section. Anyone who opens this
Engagement will be able to see it.
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In the Engagement window:

O Wwhen you click on the note, the file that was Referenced shows in the Item(s)
Linked to Note display window.
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Scenario: You have completed the spreadsheet summary and are going to send it to
the reviewer.

In the Engagement window, click on the Review button to open the Submit To
window. The Work button functions in the same way as the Review button,
except that using the review button causes the folder to change to blue.
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In the Submit To window:

QO select your reviewer from the Primary list.
® Add a Note in the note section.
© Check off the Reference Files check box.

The Reference listings for the Review and Work buttons work much like the listing
for the Append button, except that they open to the right of the Submit To
section. They look similar to the right side of the Engagement window.

Selecting the Summary of Payroll spreadsheet will make it show up in the Note
Selection display, while remaining linked in the WIP workspace.
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Scenario: John Smith Ltd. provided a bag full of disorganized records for their Short
YE Engagement. It is your firm’s policy to include details of extra charges
on your invoices.

In John Smith Ltd.’s 2008 YE Engagement, click on the Append button.

ﬁ]uhn Smith Ltd. <> Test1-YE F& Compilation - 2008

The records were very dizorganized. [ took one extra hour o sark them out this iz noted far billing
reference| (1]

#~ Public Billing Note
@ Save | Cancel [” Beference Files
[” Private Billing Mote
A

In the Append Note window:

O Enter your Note.
® Check off the Public Billing Note check box.
© Click save.

This note will be available to insert into an invoice. The Private Billing Note is to

provide information to those making billing decisions, but will not be available for
easy insertion into an invoice.
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Scenario: You've added the billing note, but you can’t find it in the Notes Section.
You would like to clean up your Notes section.
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© To hide some of the unnecessary notes, right click on the center bar to bring
up the Note Detail options. There are eight display options for notes,
including Essential Notes and Public Billing Notes Only. Choosing a display
method changes your personal note view only, not those of other staff.
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© To clear bold notes that are addressed to you, read the notes and then click

on them. To reinstate the bold, right click on the note and select Mark as

UnRead. The bold notes can be seen by all staff.

32



F—

|’:¥W [Gitancined Vieww - 0 Cusstoes visws = | Erugmuc* =

mptgﬂ

1]

Toget Dot fed fg 37, 2018 | CiliclDaln[$9 Aug 30,2018 | TexYeu|[2013  Aote|100 X Putner AddelFevew  ¥)

r pariner < = Jobn Smith Lid, <> Test i <>Motice of Gbjection <> Other Special Services <> 000 - GSTS wsin-wohcom | Training M=
Fle Hstory Add Engagement Windos Adtion Help
Pelunil}imdﬂ-m— O
Applcaon: [Toe dd W2y =]
= | 2 | feews | |8 [ w00 Gewdcren B
= | e I | Ihema b Clea 0 | .,m. | H} Hll'uhf
= - Dl I Fokda Eopesnis
| I || s | ESE mit| 60 | @ | € | Fwin|  undeck E

Custom 4] #]

] Iezrea] Linked |o Nole

Agtret |

T shvoaw o bl ol

Approys + Work
Approve 4 Review
Appeave + iippend

]
Bk
% |

& |4

[ e

S &}m

iy Foom @nu (=] Tohilng -

© The Salmon Coloured Bar at the top of a note turns green when it has been
Approved. Right clicking on the bar brings up the Approval menu for the
person with Approval permissions. Notes cannot be UnApproved. Using
Approve + Work will mark your initials and send to whoever you select, it will

also allow you to put a note in.
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To understand more about the various colours used with the notes, look at the
Reference Guide.

£ /"
& E
—g%tg e’ Quick Reference Guide

Engagement Status Engagement Appearance
Sent as WORK or just created - You are NOTIFIED
Sent as REVIEW WG  STATEMENT BATCH
Sent as QUERY ONLY bl TARGET DUE DATE alert
CRITICAL DUE DATE alert FUTURE Engagement
Marked COMPLETE ot UNREAD Message
SENT TO BILLING

Has been INVOICED - : 0 n‘
: ngagement Importance

U DecpRBE-~RD

Low-priority INFORMATIONAL RUSH
CLOSED folder: ! HIGH
Receiver not yet opened N S
OPEN folder: L :

Most Recent Receiver has opened sll LOW

- '
D T
g?lg e’ Quick Reference Guide

Note Backgrounds Note Bar
yelow  APPENDED samon  NOT APPROVED yet
pight  WORK, REVIEW & INQUIRY ‘green  APPROVED

white CURRENTLY SELECTED
blue SENT TO USER

Note Tabs (et side of bar)

bold NOT READ by recipient yellow  sent using WORK
.Iue sent using REVIEW
W sentusing INQUIRY
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Scenario: In John Smith Ltd.'s, 2008 YE Engagement, you have sent several notes
to Fiona about the work to be done, and you have sent a couple of notes
to Ada about a call to CRA. With notes being added chronologically, how
will you know which note is connected to which work assignment.

To create a Note Chain, or Conversation, where one note is connected to
another note, click the original note before creating a new note. This is similar to
replying to an E-mail.

To sort out the notes that are part of the same chain, double click on a note in
the conversation. Only the related notes will show.
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O Click the Back button to return to the main Note display.
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Communicating Externally About Your Task

Scenario: You realize that you are missing I. M. Dunn’s Social Insurance Number.
You send Mr. Smith an E-mail requesting the information.
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O Inthe Engagement window, click on the Send E-mail button.

In the E-mall Instructions window:

® |f the E-mail address you are using is in the List generated from the Client
Information window, Double click the address to populate it in the To field.

©® Otherwise to enter the email address in TO and CC fields: click on the To
Arrow to enter the selected E-mail address, or type in a new address.

® Clickon Save to open up a new E-mail in your E-mail program.

The newly opened E-mail will include:

© The E-mail address entered in the E-mail Instructions window.
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O

©o

Your individual pre-set information.

A line of seemingly meaningless characters, known as an E-mail String. These
characters contain code that identify, to the Page program, the
Engagement to which the E-mail is connected. The string includes instructions
to the recipient, not to delete it. An E-mail that is returned with an E-mail
String attached can be saved in the same way as one that is sent with this
string.

Enter your request for I. M. Dunn’s SIN number.

To save and send the E-mail click on the Save E-mail icon to open the Save
E-mail macro. Depending on your company setup, you may need to press
the Enable Macro button. The Macro only needs to be enabled once after
each time you open a new Outlook session, generally at the beginning of
the day.

Microsoft Outlook Security Motice E |

@ Microsoft Office has identified a potential security concern.

ThisCutlaokSession

Macros have been disabled, Macras might contain viruses or akher security
hazards, Do nok enable this content unless wou trusk the source af this File,

[More information

Trust all dacuments Fram this publisher Enable Macros | Disable Macros I

37



4 5ave Email M=I

Te: george@jsl.com

Dear John Soth Ltd.,

Heather Morrison

VohCom Software Inc.
(778) 919-0846 Direct
(604) 541-9890 Office
wwnw . vohoom.com

k.

—Save to Chent Hiote | Document Dezciption
0|J::|hr'| Sroith Lkd, <3 Testl | M SortbyName sl @ | {NOA =|
Client Mo, |Test1 [Use Client Mumber el | Ve
Person Tax D | Tes Feview | |ZEI‘I4 j
Peniod
gErtils Meszage EI Open
| =
Roat Falder |= \Clignksh
9‘:“3 EY I Browse I Instructions I
¥ Date  E-\ClientshT estl \MOANI01 45T et May 02 msg
Link Engagements for selected clent
@ W Lk ™ For Histomy anly
ROE - Durin -
i+ Sent " Recetved WP
@ Save |e Close |

In the Save E-mail window:

o

© OO

@0

Check to see that John Smith Ltd. is selected in the Save to Client dropdown
box. If your E-mail does not have an E-mail string, you need to select a client.

Select the Entire Message option for saving.

Enter a File Name following standard file naming conventions. This E-mail
could be called To John Smith requesting Dunn SIN

Check to see that the Link Engagements for selected client is filled in. The
Link box should be checked off, the Sent bullet selected and the ROE - Dunn
Engagement selected. Without an E-mail String, this information can be
entered manually. The drop down menu will list the available Engagements.
Click Save

Click Append type a comment to describe what has happened “sent an
email to request the SIN for Dunn” as noted below.
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ﬁinppend =]

Sent an gmail to request the SIM for Dunn,

&l Files
EI F:A5ChentzhTestTS\Excel 201 44T est] May OF ROE Summary. sz
FAClents\Test]Wwords201 44T est1 May 07 Cowver Letter.doc
F-ACligntzhTest1\Bookkeepingh201 441 Jul 16 PD7A Payment far June confirmation with bac
D F-5ChentzhTestTS\Excel 201 45T estl May 08 Summary of payrall =1z
=4 F:A\ClientzhT est1\Emessagesh 20145 Test1 May 08 to Smith for SIM Dunn.mzg
1 | i
[ Public Billing Note
Save | Cancel | v Reference Files
™| Private Billing Mote
i

@ Click Close. The E-mail will not be sent until you click close; some firms will
have to “Allow” the email to be sent as well depending on their system
security.

The E-mail will be linked in the ROE - Dunn Engagement under the Sent tab.

If John Smith provides the requested SIN information using the reply option in
his email, the client and Engagement will automatically be selected when
you save his response.

Like the WIP tab, the Sent and Received tabs open spaces for linking work.
While the primary purpose of the Sent and Received spaces is to link
documents related to external communication, any document can be
linked in any one of these three spaces.

39



Scenario: The bookkeeper for John Smith Ltd. wants to be E-mailed a copy of I. M.
Dunn'’s payroll information. She needs access to it right away.

ﬁpartner-::::::-]ohn Smith Ltd. <> Test1<>ROE - Dunn <> Bookkeeping <> D0:01:11 - GSTS' ¥sinc-yohcomr1 Training
File History Add Engagement ‘Window Action Help

Peizonal Critical D ate
Applcations LI 0
ack ta
Finzalz | T2 | Caseware | FI 0.00 General CF -0 = Main
Farmula Triz | [ | W Libran: | Items to Clear O

— Client Info

T3 T | SuperGuick | Long Description | |F77]| Budget

&@

Expense

M| ec | 5 | @ |rwin|  Undock |

[ Target Date Im'ed May 14, 2014 VI Critical Date I Sat Map17.2014 ‘I Tax Year|2U1 4 F\atal 100 % Partrer Rate| Standard 'I I

=
e

Folder

Refresh |

g1 [ WP | Sent I Recsived I Custom I Custom I Custom I Custom I Custom Custom
—-<Paul Artner 775714 - 535 Ph> -] New =
Engagement } _D 3

E ||"lﬂ] Full Path
--¢Paul Artner 7/5/14 -5:40PM> {Work n —_— View Versions
progress to: Ada Inistra} % "

Edit Program
Please prepare as soon as posgible as Dunn has NOA Rename or Move File
gone back to school. Once completed, senditto = Set as Special Docurment
me to invoice. = .
— Open Containing Falder

% Send To

--<Faul Artner 7/5/14 - 5:40 Ph>-{ Additional Natify:
o}

& 2| | 2
--<Paul Artner 8/5/14 - 318 AM> - Append T tem(s] Linked to Mate
There is an emor on the second page. Watch for this
with the year end.

i)
Back
& |
2 4 | 2l

& - EIE § (=] 7
E /A’ Append E ok Revizw &'p Security % Staff Ly E:) Page % P. Bil [100 I To Biling ~

In John Smith Ltd.'s ROE Engagement, right click on the Summary of Payroll
document and select Send To. This opens the Save E-mail window, and also
attaches the selected document to the E-maiil.

This option also works when several documents are selected at once, using your
Control or Shift buttons on your keyboard.

Follow the procedures you learned earlier to send this email.
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Using Quick Engagements with Phone Calls

Scenario: Smith has just called you. You do not know the reason.

In the Client drop down menu, choose Smith, John and click on the Engagement
button to open the Quick Engagement window. Itis recommended that you do
this at the beginning of the call.
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In the Quick Engagement window:
© Enterinformation in the Notes box either during the call, orimmediately

thereafter.
When the call is finished:

® il in the information to create a new Engagement. The time and notes will
automatically be added to this Engagement, OR

© Use the Add the Time and Notes to an Existing Engagement drop down menu
to choose an Engagement for the notes, OR

(4 Copy the information using your keyboard shortcuts (Ctrl C) and paste it
elsewhere, OR

© cCancel the Quick Engagement and delete the information.
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Utilizing the Recent Engagements List

Scenario: You forget what you were working on before all the phone calls.

The Window menu in the top bar opens a list of the last twenty Engagements
opened in the current Page session. Selecting one of these opens the
Engagement in a separate window, leaving the home window open.

ﬁpartner < =5mith, John <> Test2<:

<> 12:12:26 - GSTSY ¥sinc-vohcomr1Training <> Bookkeeping
File Admin History Time & Biling  Client Viewer  Timer-HF My Company  Add Engagement | Window Reports  Help

- Amay >
3 | S mith John <> Testd = &L
P RIS mith, John <> Tests _I v By Mame M a > | ﬁ out of Office w |
Cliert2) | Cosromy | Costonysl) | Custom@) | Corstony) | Custony0) | s Show InHouse Window
5 || LastFram: | LastSent Te: | Description <Test1:> John Smith Ltd, <>ROE - Dunn [ wiP |
Paul Artner Paul Artner T1 Pracess Review <Test1:> John Smith Ltd, <>Motice af Objection $0.22
- Paul Artrer Fiana LePrep HST - &nnual 2011 <Test1= John Smith Lkd, <>YE FS Compilation - 2005 $0.82
«<Test2» Smith, John<=>=HST - Annual 2011
<Test3= Home Company Inc<=Payrall - July 2012
Training Data Loaded
General CF - 0
Statements Invaice Mumber | Date | Date E. | Amountl Dwingl
AR 0o | ooo ooo ]| | =]
WP .84 Pl 0.00 —ID"E” Sletm
Email Histomy |

EXP 0o Trust

Not included 0.00 Callection Mates |

in AR amount
Total $8.84 Hide |

9 = =] Tz [r==
é) Engagement \@__@) Expenze L% Find | 117111 Client a0 ‘_1 Pending : . Action 15 | Scheduled

Using this menu option, you can open several Engagements at the same time.
Time will be tracked in the active Engagement only.
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Scenario: You want to link John Smith’s 2009 YE Engagement into the 2008

Engagement.
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Assuming that you have opened the 2008 YE Engagement at some time during

the day:
(1)

side on your desktop (it cannot be at maximum size).

2]
©

space in the 2008 YE Engagement.

In the Window menu, select the 2008 YE Engagement, and move it to one

In the Home window, display the Client All list for John Smith Ltd.
Drag the 2009 YE Engagement from the Client All list and drop it into the work

Engagements that have been sent to history can also be linked to other
Engagements. While inside an Engagement Select the History tab, choose history,
and then click on the Engagement you want to attach. To attach a link to this
history Engagement in your current Engagement Simply drag and drop it into the

WIP tab.
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TIME SHEET

Tracking Time

As soon as Page is opened, the program starts tracking time. The Timer is visible in
the top bar of both the Home window and the Engagement window.

.rdlmrtlwr-': > John Smith Ltd. <> Testl <>0 <> 00:0k14 - GSTS weinc-wohcomr ] Training < >

Fio Admin Hestory | Time & Bling Chent Viewsr Tmer-HF My Company  Add Engagement  Window Reports  Help

CA O [[okn S -Fﬂyﬂmrﬁjlﬁm.dwﬂeﬁb jll Undock UI
[ Chontid] | Cusros Transter | oomty | Cotomty | Costomty | Comtomty | Comomty | ama) |

S 1 | Last Feom: _r'm':'r.rrvu"—"l I Desciption I Year End ] Citical Date I Thae |
Paul Autrer Ada Iretia AQE - Dunn Dec 2 1775514 14/5/14
Pl Astrot Pand Adtroes Hotice: of Dbgection Dec 31 Hans 214
Pl Astnas Paul Artrer ¥E F5 Compilation - 2008 Dec 31 13814 /a4
-, Fiorua LePrep Pand batres Bookkeegang - Jed Queader Dec 31 nA0N3 etk
« | 3
Tuaming [rata Losded

Gensrd CF - 0 I

Staleenents Arvvvice Mumbes | Dste | DaleE. | Amourd|  Owsngl|
AR 0.m 0.00 ooaf| | =
we | 20354 Fi 0.00 OpenStalerent |
: Emad History |
EF .40 Tnel
Mot inchaded Q.00 :
S CobecinNotes |
Tatal $330.94 Hide |
Engagemant :"nEm ﬂ_‘ﬁm o Caerta 1"._-';Pmcl|'m ;7 chion 15 Schedued ||& | Dthesz
ety ey | Ll i e —

Open your Time Sheet through the Time & Billing menu.
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Finalizing Your Time Sheet

The Time Sheet lists the time that was recorded in the windows you opened
during the day.

ﬁTime Sheet _ (O] x|
Hours Amount | Mumber | Mame Engagement'T ask Service Rate Percent. ..
0.oo 007 Testl John Smith Ltd. Syztem Standard 1002
004 206 1 by Company System non-billable Cost 1005
.00 012 Testl John Smith Ltd. Y'E FS Compilation - 2008 Compilation Review 1005
0.oo 007 Testl John Sriith Ltd. Bookkesping - 3rd Quarter Bookkeeping Standard 1003
0.oo nos 1 My Caripary test Bookkeeping Cost 100%
0.oo 005 Testd Home Company Inc Fayroll - July 2012 Internal Accounting Cost 100%
LClignt Services Date
’VI_ M ame or Mumber j I j |Thu May 08, 2014 ;I
Engagements r By Code Fate IStandard 'I
“ =] [[| | Hon Eilable
. Hours
Billing tezzage Oy New Fie |
pork
I Delete
e o |Thu May0d, 2014 =]
100,00 Clignkt Saye | Thu May 08, 2014 x|
Staff Total Hours [Eut Off Diaily |
IF'auI Atrer =& | ™ Indsctive Only I 0.05 22/7/08
Cose | et |

If your time was accumulating while you were working in an Engagement, the
time entry will include the Name of the client and the Engagement/Task in which
you did the work.

If the time was recorded while you were outside an Engagement, as in when the
Home window was open, a Name will be listed, but no Engagement/Task.

If the entry is highlighted in orange, it will need to be cleared before the Time
Sheet is complete. Some of Page’s features are not available if there are still
orange’ entries.

One way to clear orange highlights is to assign a Services code and provide an
explanation for the time entry.

45



Scenario: The time spent in Home Company Inc. was actually about 15 minutes. It
was for getting coffee, checking E-mails, etc.

ﬂ Time Sheet

0.00 007 Testl  John Smith Lid 1 System Standaid  100%
206 1 by Compary Stem non-billabls Cos
ouoo 012 Tesl Jahi Srith Lbd. fE F5 Compilation - 2008 Compilation Rendews Toox
nuoo 007 Testl John Smith Lid Bookkeepng - 3rd Quarter Bookkeeping Standmd  100%
ifii] oo 1 My Campary (L] Bockkeeping Casl 100%
ouoo 005 Test3  Home Company Inc Payeoll - July 2012 Inleinal Actourting Cosl 100%
Cherit [ Services Date
ru I =] aSyclcm rarvbilable ¢ Spe-889 EI IThU May 08, 2014 EI
[ I” By Code Rate |Coot -
| ENEE
Hsurs
Bilimg Mezzage Onky Mesw A t
) o o
i M, A4 -
Rate Canesl [ Thy ey 06, =l
| Cost Save [Thu May 08,214 =]
Stalf Total Hours Cut O D1y |
[Fadine: ;|_\| ™ Indctive Onky 1.0E 22708

In the Time Sheet:

Select the unassigned entry for Home Company Inc.
Enter the non-billable service code for <Office Miscellaneous>, in the

Services box. Unchecking the Desc or Code check box beneath the Services
box gives you a drop down menu of available service codes.

hour (30 minutes is recorded as .50, 15 minutes is .25).

(1
(2]
©
Message Only box.
(4]
© Click Save.

Another way to clear orange highlights is to assign the time to an existing

Engagement.
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Enter the explanation, getting coffee, checking emails, etc., in the Billing

Check the Hours. Enter .25 for this entry. Time is recorded as a fraction of an



Scenario: The time spent for John Smith Ltd. was actually for his HST - Annual 2010

ﬂ Time _:i.hr'_-ct

Engagement.

[ Service

Stendad 100%

Siystem
0.o7 a80 1 My Campargy Sytam nor-bilable Cost 100%
0uo0 012 Tesl Johin Srith Lkd. fE F5 Compiation - 2008 Compilation R LLLIES
n.oo 007 Testl John Smith Ltd Bookkeepng - 3rd Uuarles Bockkeeping Stondard 1003
ifii] 0os 1 My Compary bast Backkeeping Casl 100%
0uoo 005 Tesd  Home Company Inc Payeoll - July 2012 Intairal Aocourtng Cosl T00%
0.00 020 TesZ  Smih,.John Sysbam Standard  100%
Cherit [ Seivices Dae
I~ Home or Nuvber  [Smith. John <> Test =] || [Gwstem < Sy=5» ||| [Thumayoezms =]
I I By Code Riate |Slandard = |
[ i" El T N Bl
e s New Fepor
I 6 0.0 Diedete
Rate — [Thu My 08, 214 |
| 10000 Standerd | ) Save [Thu May 08, 2014 =]

Staff Tolal Hours

|F".-..--':'.~: ;I_J [ Irvéctive Orly I_“

o ||

In the Time Sheet:

© Select the unassigned Smith, John, entry.

® Click on the Engagement drop down menu and select the HST - Annual 2010
Engagement. The associated Services code will automatically show in the
Services box.

©® Check the Hours.
O Click save.

A third way to clear orange highlights is to merge the time with existing time. This
can be done even if the time is not highlighted.
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Scenario: The time spent for John Smith Ltd. should be added to the ROE - Dunn
Engagement.

T
G Time Sheet

W= E

000 0oF Testl by Gorat LRd Ceslen Gt d
oor an My Company | Syprlaen rocwyllabbe Cost 100%
000 012 Testh John Smith Lid I YE FS Compdation « 2008 Compaton Flaam 100%
000 007 Testh Jokwy Sevath Lid Book kpnparg - Jed Quacinee Bock | eepwry Sianedaid 100%
000 oo 1 My Compary I LA Bookleeprg Cost o0
000 005 Teus Mot Corrpuiry lnc Pagecl - July 2012 Irdiral A cinaribng Coat 100%
000 020 Tes2 Stk Johe Sitleen Standad  100%
noo 078 Testl  Jokwn SenithLid ROE - Dunn Bockkeeprg Stencdad 1003
C Servaces Dot
I Hameoe |- j I'Sy;ld:-rrm S99y ﬂ [Thu Mgy 0B, 2014 'j
™ ByCode Rde [Standed =]
| = IF &
Biling Message Cry Hours New =—
I Qoo Do
Tihau M. 204 -
Rato Cancel ! e =l
I 10000 Standad Save |"|'|-,_| My 08, 2014 3
Staft Tolal Hours Cut O Dady

In the Time Sheet:

O Selectthe unassigned John Smith Ltd. entry.

(2] Holding your left mouse button down, drag the time entry onto another time

entry and let go.

¥YohCom Page

=

©

In the Merge window that opens, click Yes.

A final way to clear orange highlighted time entries is to select them and press the

Delete button.
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ﬂTime Sheet =]
Hours Arnount | Mumber | Mame EngagementhT azk Service Fiate Fercent...
000 007 Testl John Sriith Ltd. Syztem Standard 1003
ooy 371 by Company Syztem non-billable Cost 100%
0.oo 012 Testl John Smith Ltd. “'E F5 Compilation - 2008 Compilation Review 100%
0.oo 007 Testl John Smith Ltd. Bookkeeping - 3rd Quarter Bookkeeping Standard 1003
.00 aos 1 by Company bzt Bookkeeping Cost 1005
0.00 005 Testd Hame Company [ne Payrall - Julp 2012 |nternal Accounting Cost 100%
000 020 Test2 Srith, John Syztem Standard 1003
0.oo 018 Testl John Sriith Lkd. ROE - Dunn Bookkeeping Standard 1003
Client Services Date
’]- [ ame or Mumber Smith, John <> Test2 j ISystem < Sps-99 > j IThu May 08, 2014 ;I
r By Code Rate IStandald 'I
| =] [ 1 Hon Bilatble
Biling Meszage Oniy AfE New Feport |
000
Delete
i — | Thu Map 08, 2014 =l
100,00 Standard Save | Thu Map 08, 2014 =
Staff Total Hours Cut Off Daily |
[Paul dxtner =& | I Inedctive Only 008 22/7/08

Cloze |

T |

The total Hours on a completed Time Sheet should equal the total hours worked

during the day.

To see an overview of your time for any given period, select a beginning and an
ending date in the boxes below the Report button and click on the Report button.

Just as itis a good practice to log on to Page at the beginning of your work day,
itis a good practice to exit Page at the end of your work day through your Time
Sheet window.

Click on the Exit button to close your Time Sheet and log out of Page. If you
choose the Close button instead of the Exit button, you will return to the Home
window and continue recording time.
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In review - your timesheets will include

Time entries that were recorded while working in an Engagement will include the
client Name and the Engagement/Task.

¢ Time can accumulate outside of an Engagement. Some of this time will be
attached to the default non-billable client and some will automatically be
attached to the client as ‘suspended’ WIP.

e All entries highlighted in orange are unassigned and need to be manually
cleared.

e Using the close button returns you to the Home window where time
continues to be added. Using the Exit button closes Page.

Green highlights indicate that an Engagement has been fully invoiced. This could
have happened during the day, after you worked on it.

Blue highlights indicate that an Engagement has been invoiced only part way, it
has not been approved. This also could have happened during the day, after you
worked on it.

You cannot delete these Engagements, but you can adjust the Hours and click
Save. Changing the hours does not change the amount of the invoice; however,
it will change the write up or write down connected to the invoice.

In the Time Sheet window, use the Date drop down menu to view Time Sheets

from a previous date. You cannot select a date prior to the Cut Off date. Use
your reports function to view time sheets from an earlier date.
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